MyTDEC Forms Application:
Consultants — How to Review a Form

December 9%, 2020

Version 1.1



Department of
MyTDEC Forms: Consultants — How to Review a Form Environment &
= Conservation

Consultants - How to Review a Form

Overview

The following document will provide step-by-step guidance on how to successfully
review a form as a consultant on MyTDEC Forms application. With MyTDEC Forms,
submissions may be shared with other users to support collaborative data entry
and review, such as a consultant. Consultants can initiate submissions but cannot
sign and submit them unless they are designated as an Electronic Signatory in
MyTDEC Forms. Consultants may also collaborate on submissions if the submission
is shared with them. The steps listed below will explore all the possible actions
consultants can take.

Step-by-Step Guide

Step 1- Login to your Account
1.1 Selecting Sign In

Begin by navigating to https://forms.tdec.tn.gov/ . Once you see the screen below, find
and click on “Sign In" from the list of options at the top of the page.

TN Department of
Environment &

.Conservation

Home  Finder  Help Register
Organizations \ Welcome to MyTDEC Forms!
Select the organization from which you would like to
submit a form
S Welcome to MyTDEC Forms, the State of Tennessee's Department of Environmental Conservation online form portal!
Select Organization ~
Forms Forms
To locate a specific form please use our form finder. Can't find a specific form? Please use our Form Finder
£ Form Finder

Figure 1 Login Page

Version 1.1 — December 2020



https://forms.tdec.tn.gov/

MyTDEC Forms: Consultants — How to Review a Form

Department of
Environment &
.Conservation

Step 1 - Login to your Account

User ID: *

1.2 Sign In with Credentials

In most cases your User ID is your registered email address. If you are an
agency user and your agency has opted to use Windows Authentication,
your agency's Windows username will be your User ID.

Password: *

OK

Forgot Password

Figure 2 Sign In Window

Register

Cancel

After selecting sign in, please fill in the “User ID” and “Password"” fields. If you forgot
your password, please select “Forgot Password” and follow the subsequent steps to
reset that information. Once you have entered your User ID and Password into the
appropriate fields, please select “OK"” to complete the log in process.
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Step 2 - Consultant Actions
2.1 List of Actions Available for Consultants

The following are a list of actions that a consultant may take when using MyTDEC Forms.
The subsequent steps will outline how to accomplish each of these actions.

Begin a submission

View a submission summary

Edit a draft submission

Revise submitted form

View and address correction requests
Print a submission

View users with access to submission

Noukrwpn=
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Step 3 - Beginning a Form

3.1 Form Finder Options

As demonstrated in the image below, there are 2 easy ways to find the form you need.
Click on either the “Finder” link located in the header, or the “Form Finder” button
located at the bottom of the home page. Both will take you to a search tool [bar] where
you can enter the name of the form or permit application you are looking for. If you do
not know the exact name of the form or application, enter specific key words in the
search bar to find the form you need. The results will appear in a list below the search
tool [bar] under the Recommended Forms heading. Click on the title of the form or
application you would like to submit.

TN

Home

Organizations

Department of

Environment &

.Conservation

History Help

Select the organization from which you would like to

submit a form

Welcome to MyTDEC Forms, the State of Tennessee's Department of Environmental Conservation online form portal!

Select Organization ~

Forms

Forms

To locate a specific form please use our form finder.

£ Form Finder

P

Help

Use this page to identify the forms which may be most
appropriate for your needs.

If you know the form you are looking for, enter the name
of the form in the Form Search area.

If you are not sure which forms you need, describe the
activity you are looking to in the Form Search area and
the system will recommend the forms that may be
needed.

Once the appropriate forms are identified, click on the
name of a form to view the details of that form and to
initiate the form submission process

Organization Browser

To find information specific to an organization, please
identify the organization using the Select Organization
button below.

Welcome to MyTDEC Forms!

Can't find a specific form? Please use our Form Finder

Sign Out

Figure 3 Form Finder Options

Form Search

To search, type in what you are looking for and results will appear automatically.

You can search for:

« Form names
« Keywords
« Description of the activity you need to perform

Matching forms will appear in a list below.

l general

Recommended Forms

Based on your description, the following 8 forms may match your needs.
NPDES Universal General Permit Notice of Termination (NOT)
Notice of Termination - General NPDES Permits

NPDES Notice of Intent - Construction General Permit (CGP)
Notice of Intent (NOI) for General NPDES Permit for Stormwater Discharges from Construction Activities (TNR100000)

NPDES Notice of Termination - Construction General Permit (CGP NOT)
Notice of Termination (NOT) for General NPDES Permit for Stormwater Discharges from Construction Activities (CGP)

Figure 4 Form Search Tool Bar
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Step 3 - Beginning a Form

3.2 Alternative Search by Organization

You can also return to the home page and find a form by selecting an organization.
Below the Organizations header, click “Select an Organization” from the drop-down
menu. You will be linked to a page that lists all forms associated with that organization.
Scroll through the list to find the form you need.

TN Department of
Environment &

.Conservation

Home Finder

History Help Sign Out

Organizations Welcome to MyTDEC Forms!

Select the organization from which you would like to

submit a form

T / Welcome to MyTDEG Forms, the State of Tennessee’s Department of Environmental Gonservation online form portall
Select Organization ~

TDEC

Division of State Parks Forms
Division of Water Resources _r "

R inder. 1 " 2 "
Training Can'tfind a specific form? Please use our Form Finder

£ Form Finder

Figure 5 Selecting Organizations from the Drop-Down Menu
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Step 3 - Beginning a Form
3.3 Select Begin Form Entry

After selecting the form that you need, you will be taken to a form instructions page.
Scroll to the bottom and select “Begin Form Entry”. As mentioned above, since a
consultant cannot sign unless they are an Electronic Signatory, be sure to enter the
appropriate contact information for those parties who will sign off on a submission after
all relevant information has been entered. This will notify the Electronic Signatory when
the submission is ready for review, signature, and submittal.

NPDES Notice of Intent - Construction General Permit (CGP)

VERSION 1.6

A completed MOl must be submitted to obtain coverage under the CGF. Requesting coverage under this permit means that
an applicant has obtained and examined a copy of this permit, and thereby acknowledges applicant’s claim of ability to
be in compliance with permit terms and conditions. CGP coverage is required for stormwater (SW) discharge(s) from
construction activities including clearing, grading, filling and excavating (including borrow pits) of one or more acres of land.
This form should be submitted at least 30 days prior to the commencement of land disturbing activities, or no later than 48
hours prior to when a new operator assumes operational control over site specifications or commences work at the site.

The application fee must accompany the NOI and is based on total acreage to be disturbed by an entire project, including any
associated construction support activities (e.g., equipment staging yards, material storage areas, excavated material disposal
areas, borrow or waste sites, etc.). Note that the Division will not begin processing an NOI until the application fee has
been received.

A separate annual maintenance fee is also required for activities that exceed 1 year under CGP coverage. See TN Rules,
Chapter 0400-40-11-.02(b}12)).

=or =150} or=50 =150 or = 20 = 50 or = 5 < 20= or = 1 < 5|
lAcres Disturbed| Subsequent coverage
acres acres acres acres acres
Fee $10,000 [$6.000 $3.000 %1.000 $250 $100

Use the NPDES Permit Tracking Number box below to modify your existing permit coverage. including adding contractors.

If you are applying for new CGF coverage, do not enter a tracking number. and click on the Begin Form Entry button below.

NPDES Tracking Number (ex. TNR18##£#)

Begin Form Entry

Figure 6 Selecting Begin Form Entry from Form Instructions Page
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Step 4 - View a Submission Summary

4.1 Accessing Submission History Dashboard

To find your forms, simply click on the “History” tab from your dashboard. You will be
redirected to your Submission History dashboard. Within the History dashboard, you
will see a historical list of all of your form submissions that were created and/or
submitted through the portal. You will also see forms that have been shared with you by
an Electronic Signatory for you to complete or revise. You can view the status of any
submission, submit and/or delete draft submissions, and revise and/or view previously
submitted forms. You can also print the list of submissions, if needed.

TN Department of
Environment &
.Conservation

Home  Finder Help Elizabeth P Geer  Sign Out
Organizations Welcome to MyTDEC Forms!
Select the organization from which you would like 1o
submit a form.
— Welcome to MyTDEC Forms, the State of Tennessee's Department of Environmental Conservation online form portal!
Select Organization ~
Forms Forms

To locate a speciic form please use our form finder. Cant find a specific form? Please use our Form Finder

£ Form Finder

Figure 7 Selecting your History

History
Total records: 1 Filtered total: 1 Page total: 1 Filter:
x
Submission Alternate It Created Submitted Submission Status Locked Actions
] ¥ \dentifier : ¥ ¥ Name ¥ ¥
HP4-79KA- 11/12/2020 03:52 PM NPDES Notice Draft No el & i}
2DECO of Intent -
Construction
General Permit
(CGP)
H) ) 11 w w10 perpage Vv
& Print

Figure 8 Form History Dashboard
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Step 4 - View Submission Summary

4.2 Select Magnifying Glass Icon

To view a submission, select the magnifying glass icon at the far right of the screen.
Once you select this button, you will be taken to the submission summary, as shown in
figure 10.

History
Total records: 2 Fitered total: 2 Fage total: 2 Filter.
B
§ Submission # | Altsrnate Identifier Ficreatza } Submitted | Submission Name ; status § Locked Actions
HP4-1Q7H-ZEHQG 11/06:2020 06:10 PM 11/06:2020 05:18 PM NPDES Notice of Intes sction General Permit (CGF) Complete (Paid) Ne
HP4-1PVS-QRRYE Test Site 11/05:2020 01:18 PM 11/052020 01:23 PM NPDES Notce of Intes sction General Permit (CGF) Complete {Due) Ne * D

@ (11 W oW 10permage W

Figure 9 Finding Magnifying Glass

atice of Intant - Construction Ganeral Permit (CGP)

Dscuments & Attachments

Figure 10 Submission Overview Page
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Step 5 - Edit a Draft Submission

As noted above, within the Submission History page, you will be able to see all forms
that you have created, submitted, collaborated on, among other actions. To edit draft
submissions, find the forms that have Draft status from the Status column, as
highlighted below. Then, select the pencil icon to begin editing the draft.

History
Total records: 3 Filtered total: 3 Filter.
x
Submission # i Created Submitted Submission Name \ Status Locked \ Actions
HP4-NIMO-GTONg 11/30/2020 11:28 AM NPDES Notice of Intent - Construction General Permit (CGP) Ne D L]
NPDES Notice of Intent - Construction Ger omplete (Paid) N
[1+e0ES Hotce of Intent - Construction General Farmit (coP) ] compita ouey No

@ (i w | 10perpage W

& Print

Figure 11 Editing Draft Submission
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Step 6 - Revise a Submitted Form

Similarly, if a form is still in submission status, it can be revised. From the Submission
History page, select the magnifying glass icon next to the form with the status
Submitted, as shown in figure 12. You will be redirected to the Submission Overview
page, where you will be able to select “Revise Submission” as shown in figure 13.

History
ot recorts: 3 Fiteed totat 3 -
-
4 submission = Yicratea 4 submittea 4 submission Nams \ 4 status 4 Lockea \ Rctions
HP4-NOMO-GTaND 11/30:2020 11:28 AM 11/3002020 11:40AM NFDES Notice of Intent - Construction General it (CGF) No E
HP4-1QTH-ZEHQG 11/052020 05:10 PM 11/05/2020 05:18 PM NPDES Notice of Intent - Construction Ge ] Complete (Paid) No
veaiPvs.ORRYS 11ms72020 o1-16 P 1110572020 1123 P NPOES Nt ofIntent - Constructon Genaral Pamit (CGF)  Complets (Due} No

@ (T | W0perpage W

Figure 12 Submitted Status of the Form

SUBMITTED 11/30/2020 {0 days ago) by Status
o]

ORIGINALLY STARTED

BY

SUBMISSION ID HP4-NFMO-GTINT
—— L

SITE NAME Test

SUBMISSION REASON  —

Processing &, Download / Export

E] View Confirmation

2z Technical Review

Fees

$250.00

Figure 13 Selecting Revise Submission
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Step 7 - View and address correction requests

7.1 Email Confirmation

[EXT] Submission Unlocked (HP4-1Q7H-ZEHQG)
@ MyTDEC Forms (no reply) <mytdec-forms@tn.gov> D Reply

To

Submission Review Complete

Review Norice of Fermit (€5} (HP s complete. i , they are listed below.

[Comaction Raquasts:

Wirong County
s counsy iz incarract for the site address listed,

1< are notad, please click this link or copy and paste Tt nto your browsar to ravisa your submission.
476119-2923 4167.2190-058049597650]

-ontact us using the information pravided below.

Divisicn of Water Resources
TDEC Phone : 1-883-891-8332

When a form is going through the review process, TDEC staff can create correction
requests if they find an error on the form. As the submitter, you will receive an email
letting you know that a correction has been requested. An example of the email is shown
below in figure 14. Follow the link provided in the email access MyTDEC Forms.

— Forward

Mon 11/30/2020 11:50 AM

Figure 14 Correction Request Notification Email
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Step 7 - View and address correction requests
7.2 Ways to Address Correction Request

Once back at the Submission Overview page, you will notice that there are 3 orange
buttons, “View Form”, “Revise Submission” and “Action Required"”. All three of these
buttons will allow you to make the requested corrections. Regardless of which button
you select, you will have to revise the submission, and confirm that you want to revise, as
shown in figure 16. Select “OK"” to continue.

tice of Intent - Construction General Permit (CGP)
o7 Ak

BEvISioN 3

[— I BT 11/05/2020 (24 days agol by

Procassing su D HP4-107H-ZEHOG

Figure 15 Ways to Revise and Correct Requests

forms.tdec.tn.gov says

Are you sure you want to revise and edit this form? Please note that this
form will not receive further review until you have completed the
submission process for this revised version of the form. If you do not
submit this revised version, it will not be processed and will eventually

be deleted from the system. \

Figure 16 Confirming Revise and Edit Action
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Step 7 - View and address correction requests

7.3 Making Changes and Resubmitting

end.

Next the form will be open for editing, and the correction request will appear next to the
erroneous section, as shown below in figure 17. The field that needs to be changed will
be highlighted in orange. Enter the new, correct information, then scroll down through
all other sections. You will be asked to re-assign signatures and re-submit at the

Figure 17 Addressing a Correction Request
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Step 9 - Print a Submission

If you would like to print a submission, first locate the form on the Submission
Dashboard. Select the magnifying glass icon, as shown in Figure 18. Now from the
Submission Overview, select either “Print”, “Download/Export”, or “View
Confirmation” based on the action you wish to perform.

History
Teal ecord: 2 Filred el 2 Page ol 2
x
4 Submission # £ Aternate Identfisr Ficreatea & submitteel 4 Submission Nams. 4 staus £ Locked Actions
Hes-1amEHCe 111082020 05110 Pl 111082020 0518 Pl NEDES Notsa of e - Cansinston Ganeral Fermi (OGF)  Complete (Paig) No
4 1PVS QRRYD Test e 111082520 0118 M 111082020 0123 P NEDES Notsa f i

2mit (CGF)  Completz (Dus) o * D

@[ 5w 10perpage A

Figure 18 Selecting Magnifying Glass Icon to View Submission

SUBMITTED 11/05/2020 (24 days ago) by e

o
SUBMISSION ID HP4-1PVS-ORRY4
SITE NAME Test Site

SUBMISSION REASON  —

.
Processing

Figure 19 Print, Download Options

Version 1.1 — December 2020




MyTDEC Forms: Consultants — How to Review a Form

Department of
Environment &
Conservation

Step 10 - View users with access to submission

To view which parties have access to the submission, start on the Submission Overview
page. Scroll down to the end of the overview, and the list of those with access will be at
the bottom right, as highlighted below.

Processing View Al _
5055 [E] View Confirmation

Submission Deemed Complete

Fees
EIZXE) 1142572020
A Irfan Mithani $250.00
Balance Due
$250.00 g3

Documents & Attachments

Contact Info
test file.pdt
Attached to Subrmission by Darren DiCello 2020-11-05 1:20 PM
Section: Site Information Contrel: Site Location Map

Address

Tennessee Department of Environment
and Conservation

Division of Water Resources
Tennessee Tower, 11th Floor

55i0n by Darren DiCello 2020-11-05 1:20 Pu (ST 312 Rosa L. Parks Avenue

test file.pdf

mation Control: Stormmater Pollution Prevention Plan (SWPPP) Nashville, TN 37243

Access

ﬁ ama

Amenara §

Figure 20 Parties with Access to a Submission
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